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Agenda

• What is TXMAS?

• What is a quote?

• Why use quotes on the Texas SmartBuy website?

• When to use a quote on Texas SmartBuy?

• Quote order process (do not use the quote line if the 

item/service is on Texas SmartBuy)

• How to validate pricing

• Entering a quote into Texas SmartBuy

• What is and is not an incidental?

• Frequently Asked Questions
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What is TXMAS? 

• Texas Multiple Award Schedules (TXMAS)

• On May 21, 2002, The Texas Building and 

Procurement Commission established TXMAS 

as an alternative purchasing method.
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What is TXMAS (cont.)?

 Based on existing contracts competitively awarded by the 
federal government and governmental entities in Texas 
and other states.

 Any changes made to the contractor’s base contract are 
applied to the contractor’s TXMAS contract.  

 TXMAS contracts have additional Statewide Procurement 
Division Terms and Conditions that supplement the base 
contract Terms and Conditions.
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What is a quote?

• A quotes is a price for a good or service 
provided by the contractor/dealer.

• Quotes may help the purchaser when 
determining “best value.”
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Why use quotes on Texas SmartBuy?

Quotes are used when contract items or services are not 

available on Texas SmartBuy. 
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When to use a quote on Texas SmartBuy?

These are the ONLY two reasons a quote may be used:

• When the items or services are on the contract, but not 

available on Texas SmartBuy.

• When your cart has reached 45 line items.
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Quote Order Process

First step in the process:

Are the items or services unavailable on Texas SmartBuy?

If yes, use the quote line.

If the items or services are available on Texas SmartBuy, 

they must be selected and placed in the shopping cart. Do 

not use a quote line.

If, and only if, the items or services are NOT in Texas 

SmartBuy, the quote option may be used.
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What is quote line?

A quote line is an option within Texas 

SmartBuy to purchase contracted items or 

services that are not available on the Texas 

SmartBuy website.
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The total amount on the 

contractor/dealer quote must be 

equal to or less than the Texas 

SmartBuy purchase requisition.
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Are you ready to make a Quote Line?

For items or services NOT in Texas SmartBuy, the following steps are 
required: 

1. All quote orders must include the contractor/dealer quote as an 
attachment.

2. Ensure item is on contract.

3. Validation of contractor pricing is the responsibility of the purchaser 
in determining best value. 

The purchaser may contact the contractors or their approved 
dealers for assistance to validate pricing.
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A valid Contractor/Dealer Quote 

MUST Contain the Following 

Information

• TXMAS contract number listed

• Unit Pricing for each item/service

• Item or service description

• Total amount of quote

• If applicable, authorized dealer information

• If applicable, Incidental/Open Market items or 

services identified
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There are two options available to 

locate a TXMAS Contract Details Page
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Option 1

Enter the TXMAS contract number in the search 

field of txsmartbuy.com.
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Option 2

Select, “Search 
Contracts & 
Contractors” from 
the dropdown menu.
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Contract Details Page
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Identify the base contract number & verify pricing

• If the contract is GSA-based, enter the GSA contract number in 

GSA eLibrary.  https://www.gsaelibrary.gsa.gov

Base Contract 
Number
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Enter the GSA contract number in the 

GSA eLibrary search field
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When attempting to enter the GSA 

eLibrary website, you may receive an 

error, as the website asks for a 

certificate.

Continue through that page. 
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Select “Continue to this website (not recommended).”
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Select the contractor’s name to 

view the GSA contract
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This GSA contract page provides links to:

• GSA contract Terms & Conditions/Pricelist

• GSA Contract End Date

• Catalog items (located in the View Catalog buttons)

• GSA Advantage
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GSA contract
Terms & Conditions/Pricelist

• Service-based pricing is typically listed in the T&Cs. 

Item pricing is occasionally listed in the T&Cs versus 

GSA Advantage. 

• Special Item Numbers (SIN) / Category

• Minimum/Maximum Order Amounts

• Discount Percentages

• Delivery Information
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GSA contract

Terms & Conditions/Pricelist
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If the contract pricing is not listed on the Terms & 

Conditions/Pricelist, select the link to GSA Advantage to 
search for the items.
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Enter the GSA contract number in the search field 



Texas Comptroller of Public Accounts

GSA Advantage
Narrow the search 
by entering a part # 
or keyword(s)
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Verifying TXMAS prices for an 

item not available in GSA 

eLibrary or based on a GSA 

contract.
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The quoted item is not in GSA 

eLibrary or based on a GSA contract.

Example Quote:

Line Quantity Catalog Number/Description Unit Price

Extended 

Amount

Steelcase Contract # TXMAS-7-7110140

1 3 VTSC3050L            Steelcase $808.95 $2,426.85

Teaching station-personal caddy 

List price $1818  Discount 56.17%

TSB Fee (1.5228%) $12.13
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Example:

Item and pricing located on the  

contractor’s base contract catalog
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Example:

Description on GSA T&Cs
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How to determine the maximum allowable 
TXMAS price when buying from a discount 

percentage-based contract

List price x Base Percent Discount = Discount off list price

$1,818 x 0.5617 = $1,021.1706

List price – Discount off list price = Base Contract price

$1,818 - $1,021.1706 = $796.8294 

Base Contract price x 1.5228% = Maximum TXMAS price 

$796.82 x 1.015228 = $808.95

(Note: TXMAS contractors are authorized to increase the base

contract price up to 1.5228% - TSB Administrative Fee)
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You are ready to create a Purchase Requisition 

in Texas SmartBuy using a Quote Line if…

• quote pricing has been verified against 

base contract

• dealer has been verified as authorized 

(dealer is visible on Contract Details Page)

• you are positive the item or service is not 

available on Texas SmartBuy
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Creating a TXMAS Quote Order in 

Texas SmartBuy
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Enter quote dollar amount (minus 
incidentals) in Quantity field 

Must select a dealer if drop-down 
option is available



Texas Comptroller of Public Accounts

When adding cents to the Quantity, the amount will 

initially appear in red font. Note the Total is correct.
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Once the cursor is clicked anywhere outside of the Quantity box, the 

font will turn black. Note the Total is correct.

In order to continue the purchase 
process, select Add to Cart.
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Price Validation
The purchaser is required to select one of the 

following options at the “Add Item to Cart” screen.

Required
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What are incidentals?

An incidental, often referred to as open market, is a non-

contract item or service, such as installation or inside 

delivery. 

An incidental is necessary for product warranty, system 

integration or product completeness. An agency is 

responsible for ensuring that the quoted price for such 

items or services are fair and reasonable. These incidental 

items or services may be added to the purchase order if 

they are clearly labeled as "open market" on the 

contractor’s quote.
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Incidentals (cont.)

As a reminder, the total of incidental items or 
services on a TXMAS quote cannot exceed 
$5,000 nor 50 percent of the overall TXMAS 
purchase order total.
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Example of an Incidental Item

A purchaser is buying an electric guitar and an 
amplifier on a TXMAS contract. If the electric 
cord that connects the guitar to the amplifier is 
not on that TXMAS contract but is needed to 
complete the system, it could be bought as an 
incidental item on that same purchase order.
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Example of an Incidental Service

A purchaser is buying a piece of furniture on a 
TXMAS contract. The purchaser wants the 
furniture assembled however the service is not 
provided on the contract. 

The contractor can provide the assembly as an 
incidental service on the purchase order. 
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TXMAS Incidentals Tab

List Incidental charges here 
(non-contract items)

The Texas SmartBuy Admin Fee and/or the TXMAS Sales 
Rebate must never be listed as Incidental charges.
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TXMAS Incidentals Tab (cont.)

This is not a note field. If you enter something in the description, 
you will be required to enter a corresponding dollar amount.
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Charges Tab

List additional charges on this 
tab (they must be contract items)
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Charges Tab (cont.)

Note the dollar amount changes 
with each item added

Note the Total.
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Attach file here. Can attach a 
file for each specific line item.

Enter item-specific notes here.



Texas Comptroller of Public Accounts

Optionally enter notes here for
the entire order.

You must attach the quote 
and supporting 
documentation for the entire 
order.

Complete both of these fields.

Finalize your order by 
selecting the “Complete 
Checkout” button.
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FAQs
1. Why is this quote order process required?

In 2016, the TXMAS program underwent an audit by the Texas State Auditor’s 

Office. In response to audit findings, the TXMAS program implemented 

procedures to increase transparency of purchased TXMAS contract items and 

improve compliance with state procurement laws.

2. If the base contract is not GSA (such as NASPO/WSCA, State/Local 

Government), how do I validate pricing?

Go to the base contract website or ask the contractor for a copy of the contract 

and list of contract items/services. 

3. Where can I find a list of TXMAS contracts?

http://www.txsmartbuy.com/contracts?filterBy=TXMAS

4. What if I receive a quote with a lower price than what is on Texas 

SmartBuy?

Add the item to your cart and use the Volume Discount tab to enter the 

difference.

http://www.txsmartbuy.com/contracts?filterBy=TXMAS
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Statewide Procurement Division (SPD)

Contact Information

Statewide Contract Management Office

TXMAS Program

Phone: 512-463-3034, option 3

Email: txmas@cpa.texas.gov 

SPD Outreach Team

Texas SmartBuy Help Desk

Toll Free: 888-479-7602

Local: 512-936-2764

Email: txsmartbuy@cpa.texas.gov


